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Teacher Mode 
Welcome and Login 
Welcome! The Login page is the single login location for all Switched-On Online© users. 
Switched-On Online uses this login to determine a user’s next step.  

Example:  If you use a teacher username and password, you are granted access to the 
tools a teacher needs in Switched-On Online. If you use a student’s username 
and password, you are given access to that student’s school work.  

As a teacher, the Login page allows you to quickly view any school-wide messages, posted to the 
login page by the administrator.  

Logging In 
1. Enter teacher username. This is the username your school administrator gave you 

along with your school site address and password. 

2. Press the Tab key, or click your mouse in the password textbox. 

3. Enter the password you received from the administrator. 

Note: Usernames and passwords are case sensitive. Be sure to enter them exactly 
as they were provided.  

 

Once you login with the username and password assigned by the administrator, you can change 
your password if your administrator permits. See page 48 for instructions.
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Home  

The first screen you see when you log in is your Teacher Home page. The main body of the page 
contains additional school-wide message spaces; the Welcome Message and a Message of the 
Day.  Think of these as morning announcements for the modern classroom space.  
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Home (cont.) 
Down the left side of every page in the Teacher Mode is a series of buttons to help you quickly 
navigate to the functions you need. 

Home:  
Returns you to the Teacher home page. 

Students: 
Allows you to review student progress, grade student work and customize 
courses. Information is listed by student name.  

Progress 
Enables you to easily view student progress and directly access assignments 
needing your attention. 

Grading: 
Allows you to review student progress, grade student work and customize 
courses. Information is listed by course. 

Report: 
Lets you access the Student Grade and Usage Summary (Time-on-Task) 
Reports from anywhere in the application. 

Messages: 
Provides you access to the Switched-On Online messaging system.  You can 
read and reply to current messages, send a new message, and read past 
messages.  

My Settings: 
Allows you to change your password, if your administrator allows. 

Feedback:  
Provides access to our feedback form.  

Logout: 
Logs you out of Switched-On Online. 

Note:  Switched-On Online automatically logs you out after 
approximately 60 minutes of inactivity. 

Message Indicator:  
Displays the number of new messages you have. Allows you to quickly read a 
message or write and send a new message. 

Tech Support 

In the upper right corner of every page in Switched-On Online you see a small red 
and white life preserver and the word Support. When you click this, you are 
immediately directed to our Tech Support page where you find contact information 
for Tech Support, frequently asked questions about the system, specific issues or 
tips that have surfaced recently and lots of other valuable information. 
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Student Progress 
Student Progress is a page you will likely find most valuable and useful, as it provides you a 
quick view of your students daily activity. Click the Progress button to open a page displaying 
recent student activity. Each time a student completes an activity in a course that is assigned to 
you, a new listing appears on the Student Progress page. Think of this area as a “Teacher To-
Do” list. Just as with any “to-do” list, you remove an item from the list after it is completed. It is 
important to keep this list cleared off, removing items as you review and grade them. 
In addition to the student name, each new listing contains complete assignment information; 
including the course name, unit number, assignment title, date and time (MST) the assignment 
was submitted, assignment status, and student performance data; such as, the number of 
attempts, and the computer-generated score. Assignment statuses include: 

• Complete – The assignment was submitted with a passing score.  

• Attention − The teacher needs to check the assignment for a manually graded item or a 
student request for help on some part of it. This is the status all projects receive 
when they are submitted as complete, because all projects are manually graded. 

• Started – No teacher action is required. This is an advisory that your student has begun a 
quiz or test. Do NOT delete these entries. The status automatically changes to 
Attention or Complete when the student submits the quiz or test as finished. If you 
remove this entry while the status is “Started”, you will NOT see the “Complete” or 
“Attention” status entry. If a student exits a quiz or test without clicking the Finish 
Assignment button, this entry, with the “Started” status in never replaced. This 
status does NOT apply to tests taken while in a CRx mode course. 

• Attempt – Indicates a lesson submitted that did not achieve the pass threshold. The student 
is still working in lessons with this status. It is NOT ready for grading at this time. 
This status only applies to lessons because they are the only assignment type to 
automatically loop back until the pass threshold is met. 
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Student Progress (cont.) 
Reviewing and Grading Work  
Click the highlighted Assignment name. This takes you directly to the lesson for that specific 
student and removes the item from the Student Progress list. 

Removing a Listing  
There are two ways to remove an item from this list. You can click the checkbox in the Select 
column, and then click Remove Selected Items (delete multiple listings at the same time using 
this method). Alternately, once an item is viewed the listing is automatically removed.  

Attention: You can still view work no longer on your Progress page by clicking the Students 
button or the Grading button. Any assignment needing your attention has an asterisk 
(*) beside the Total Score on the student Assignment page. 

Sorting the Student Progress List 
When you open the Student Progress page, you can sort the data on that page by clicking on 
the Student, Course, Date or Status column.  

Click once and it orders your data in ascending order: click again and it sorts data into descending 
order. The default sort remains the same, in date order, with the most recent occurrence at the 

top. Look for the , , or  to the right of the column title to help you remember how you have 
the data sorted. The solid up or down arrowhead only appears next to the column name being 
used to currently sort the data. 

If you happen to forget which columns you can use to sort your data, hover your cursor over a 
column heading, the cursor changes appearance. 

Searching the List 
At the top right of the list of assignments you see a Search box. This allows you to search for a 
specific student, course or status quickly and easily. Simply start typing the name, course name, 
or status (as shown on the previous page) and the items matching the entered criteria appear at 
the top of the list. 
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Student Progress (cont.) 

In the example below, you see the data is sorted by the Status column (the arrow is displayed). 
Notice that sorting by the Status column allows me to group all of the assignments that need my 
attention at the top of the list. This includes assignments that students have unsuccessfully 
attempted and those that require teacher grading. 

 

Remember, the Student Progress box is your “To Do” list. Each assignment a student submits 
displays on this list, so you want to clear assignments out as you grade or review them. When 
click the Assignment title (the blue link) to open the assignment, the item is then dropped off your 
list. If you do not need to view an assignment, be sure to click the box beside it in the Select 
column and then click the Remove Selected Items button to clear them off your list.    
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Students 
The Students page allows you to view all of the students assigned to you. You see a list of the 
first 100 students (alphabetically) that are assigned to you. (In the example below, I chose to 
display only 25. You can display 10, 25, 50, or 100 students at a time.) At the bottom of the list, 

you see a series of navigational buttons, . Use these 
buttons to move through the complete list of your students.  

At the very top of the page, you notice two tabs, My Students, and Students Online. The default 
page you see when you click the Students button is the My Students tab (see example below). 
The Students Online is a status alert. This lets you know which students are currently online and 
how long they have been logged on during their current session. 

 

 

At the top of the list of students you see two drop-down boxes, and a Search box. Use the first 
drop-down box to select the number of students you want displayed per page. The second allows 
you to choose if you want to view active students or inactive students. The Search box on the 
right side of this row allows you to search for a particular student. As soon as you start typing in 
the Search box, the system begins narrowing your choices. As soon as you see the student you 
want, click to select it. The search capability is available on several pages throughout the 
application. It works the same way in each location. On other pages, there may be other fields you 
can search by. Any column with the sorting arrows can also be used to search. 
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Students (cont.) 

Just above the student list are the Status update controls. The Toggle Selection button allows 
you to select the entire list of displayed students in one click. If the checkbox in the Select column 
is blank, clicking the Toggle Selection button automatically checks each box, selecting each 
student. If any boxes already have a checkmark, those marks are removed, deselecting those 
students.  

Clicking Mark Inactive moves any selected students to the Inactive list. 

 

Adding a New Student 
If your administrator has permitted, you may be able to add a new student. Simply click the Add 
Student link above the Status update controls. 

Creating a Student Account  
1. Click the Add Student button. 

2. Enter the student name (Last Name, First Name).  

3. Create a User Name for the student.  

Note:  Once created, a User Name cannot be changed.  

4. Create a Password, and then re-enter it in the field to the right.  

  Remember: Passwords are case sensitive.  
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Students (cont.) 

While creating a student account you can set specific preferences for that student. 
Student preferences include the following options: 

Calendar:  
If the calendar option is not selected, the student’s coursework is displayed as a list of assigned 
courses at the bottom of their Home page. If the calendar box is checked, the student’s Home 
page displays the coursework in a tabbed format, each course a separate tab with a link to the 
student’s next assignment. When the calendar option is selected, the student’s coursework is 
distributed in a Monday through Friday calendar each week. 

Review Quiz and Test: 
You can allow a student to view completed quizzes and tests. The default is left blank, preventing 
them from seeing them. Click to put a checkmark in this box to permit students to use quizzes and 
tests for review. 

Limit Quiz Test Attempts: 
Allows you to decide if this student may have more than one attempt to enter and complete a quiz 
or test. Click to place a checkmark in this box to only allow one attempt. 

Pass Threshold:  
As in the school setup, the Pass Threshold lets you set the lowest possible grade your school or 
program accepts as passing work on this student’s lessons. Leave this field blank to default to the 
school settings. If you choose to change this for the student, enter the grade as a percentage of 
100. Do not include the percent sign (%). 

Remember, the student loops back through a lesson until he/she achieves the Pass Threshold 
score. 

CRx Pass Threshold:  
This feature enables you to change the score this student must achieve to test out of courses 
assigned in CRx mode.You establish the minimum score the student must achieve on these tests 
using the CRx Pass Threshold. Leave this field blank to default to the school-wide CRx Pass 
Threshold.  

Student Answer Key:  
Allows a student who has passed an assignment to see the answer to each question, one 
question at a time. Remove the checkmark to turn this feature off. 

Change Password: 
Lets you decide if you want to permit this student to change his/her own password. Remove the 
checkmark to disallow this capability. 

Enable Grading View:  
Enables the student who may not have achieved a passing grade to see which answers they got 
correct or incorrect. Remove the checkmark to turn this feature off. 
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Students (cont.) 

Randomize Questions:  
Tells the system to randomize how the questions appear in student lessons, quizzes, and tests. 
The questions always remain in the same order for the teacher, but each time the student open or 
refresh assignments, the order of the questions is changed. When the assignment status is 
changed to “Completed”, the questions display in the same order as they do in Teacher mode. If 
you wish to enable the randomization of questions, place a checkmark in the box beside this 
feature. 

Messaging: 
Enables you to block the student from using the messaging capability within the application. 
Leave this box blank to allow the student use of this feature. 

When you’ve completed the student setup, click the Submit button. You are returned to the main 
Students page. 

Controls 

The students you see and what information is displayed to the right of the student name differs 
from teacher to teacher depending on how the administrator set up your teacher profile. There are 
four sets of permissions available to the administrator. The administrator can assign a single 
permission or any combination of them to a teacher. The permissions include:  

• Super Teacher: allows you to see all of the students actively enrolled in your school’s 
Switched-On Online program. For each student in your list, you see a Grading link in the 
Controls column. This allows you to review and grade assignments for each of those 
students. (See the next page for a discussion on the Grading link.) 

• Student Maintenance: places an Edit link to the right of each student name listed. A 
teacher with Student Maintenance permission can retrieve a lost student password or 
username, or edit student information for every student listed. The Edit control is 
discussed fully beginning on page 11. 

Note: The student username cannot be changed. 

• Assign Courses: permission creates an Assign Courses link to the right of each 
student name in the Controls column. This link allows you to assign or unassign 
courses to the students listed. For detailed instructions on assigning a course, see page 
16. 

• Add Student: enables you to add a new student profile to the database. A link is placed 
at the top of the My Students page. This link allows you to access the Add New 
Student page. See pages 8 & 9 for specific instructions. 

Remember: Without the Super Teacher permission, you can only see students already 
assigned to you for a course; therefore you can only assign new courses to 
students you already teach. 
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Students (cont.) 
Remember: 

• Add Student permits you to add a new student to the school database. 

• Super Teacher allows you to grade work for all students enrolled in Switched-On Online. 
You see all students in your student list. 

• Assign Courses lets you assign a new course to any student already in your student list. 

• The Edit link enables you to modify student information for any student you see in your 
student list. 

Students / Grading Link 
Click the Grading control link next to a student’s name on the Students page to access the 
Grading and Review page. (You can also get to the Grading and Review page by clicking the 
Grading button on the left side of the screen – see page 36.) 

This page lets you view all of the courses assigned to this particular student. Each course listing 
contains the necessary information to gauge a student’s performance, at a glance.  

 

On the left side of the Courses box, the title of the course is highlighted. Click the course title to 
go directly into the course to review this student’s work.  

To the right of the course name is the date the student started the course. Next, you see a 
percent complete Progress and the progress bar to show you a quick visual representation of the 
student’s progress. If the course is completed, the date is recorded to the right of the progress 
bar. If the student still has work to do in the course, the message “Not Completed” displays. 
Finally, the computer keeps track of a student’s cumulative score in each course.  
Remember, all teacher-graded problems are counted as zero when calculating the score until you 
change the score, so if a total score looks incorrect, there may be a project or other assignment 
requiring your attention. 

From the Grading page for every student you have the Lesson Plan option. Click the Lesson 
Plan button at the top of the Grading page to view a day-by-day breakdown of what a student 
needs to accomplish daily to stay on track. You can change the start date for the lesson plan by 
selecting a new date. Simply click in the date field and use the small calendar that appears to 
select the new start date. (See example on next page.) When you click Submit, Switched-On 
Online recalculates the daily volume of work this student must complete to meet expectations. 
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Students / Grading Link (cont.) 
This lesson plan is a static document, a snapshot in time. You can use it to compare where the 
student ideally should be to where they are currently. Some teachers refer to this as a “pacing 
guide”. 

Printing a Lesson Plan 
WARNING: We do NOT recommend printing the Lesson Plan (pacing guide) in its entirety. 

It is a lengthy document. If you do decide to print the document, you might want 
to only select specific pages. 

• Click the Print icon on your web browser, or  

• Select File on the web browser toolbar, and then select the Print option.  

You may also cut and paste all or any portion, of the lesson plan into another application, such as 
Word to reformat it.  
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Students / Edit Link 
If you have Student Maintenance permission, the Edit link appears as the last option in the 
Controls column on the Students page. Click Edit to make changes to an existing student record 
or view existing information. (We’ll take up the Assign Courses control link beginning on page 
16.) 

 

The Edit link comes in handy if you need to change a student password or adjust the pass 
threshold, for example. Beginning on the next page, we’ll walk through each feature you can 
modify for a student.



 
 

 Switched-On Online© Teacher User Guide   
 

  14 

Students / Edit 
The Edit Student page allows you to makes changes to an established student account. Other 
than the User Name, you have the same options as we discussed in the Adding a New Student 
section beginning on page 8.  

There is one new field on this page, User Status. This allows you to change a student between 
Active and Inactive. Just click the drop-down menu and be sure your choice is the one displayed.  

Note: The username cannot be changed, but students do have the capability to change 
their passwords if both the administrator and you allow it. 

 

Use this page to retrieve a forgotten password or username. You can also manage a number of 
additional student-centric features from this page. 

Note: The function of the calendar is to distribute the student’s coursework evenly across the 
remaining school days. It does not prevent a student from working ahead or falling behind. 
Also, it does not prohibit a student from working on days that do not fall within the 
calendar’s framework. 

A checkmark in the Calendar box indicates you want to use a calendar to evenly distribute this 
student’s work. A blank box here eliminates the calendar from the student’s work schedule. 
Without a calendar, the student’s Home page displays only a list of assigned courses at the 
bottom. Students with a calendar see Monday through Friday, with a tab for each course 
displayed. 

If you want to allow the student to view already completed quizzes and tests, a checkmark in the 
Review Quiz And Test box enables this. Remove the checkmark in this box to prevent the 
student from seeing completed quizzes and tests. 

A checkmark in the Limit Quiz Test Attempts box permits the student to enter a quiz or test only 
once. To allow more than one attempt, remove the checkmark in this box. 



 
 

 Switched-On Online© Teacher User Guide   
 

  15 

Students / Edit (cont.) 

If you want to change the passing score on a lesson for the student, or allow a student to continue 
to the next lesson no matter the score achieved, use the Pass Threshold. Just type in the 
percentage a student must achieve to pass. If you set this to zero, the programs defaults to 
whatever has been entered by the administrator as the school Pass Threshold. If you want to 
allow the student to pass, even if their score is almost zero, enter “1” in this box. This then 
becomes the score they must achieve to pass the assignment. Do not use the % sign, just enter 
the number. 

It is possible for a student who knows the course material to test out of the course, by passing one 
test per unit. This is done by assigning a course in the CRx mode. Courses in this mode have 
their own pass threshold for the unit pretest. This is set using the CRx Pass Threshold. It can be 
done individually, on the Edit Student page or it can default to the CRx Pass Threshold set in 
administrator mode, by leaving the field blank on the Edit Student page. In this mode, the student 
is only assigned one test per unit. If the student achieves the CRx Pass Threshold on that test, 
they go on to the test for the next unit. If the CRx Pass Threshold is not met, the student is taken 
to the first assignment in that unit. The student must then work all of the assignments in that unit 
as if it were a non-CRx course. Once that unit is completed, the student moves on to the next unit, 
again with the opportunity to test out of that unit by meeting the CRx Pass Threshold on that test. 

If you want students to take a course in CRx mode, be sure to select CRx when assigning the 
course. See Assigning Courses on page 16. 

Note:  Credit Recovery (CRx) is not presently available for the Spanish I, Spanish II, 
French I, French II, Health, Skills Essentials, Placement Tests, and GED courses. 

The next four options are all set the same way, click to place a checkmark in the box beside the 
ones you want to enable. Remove the checkmark if you do not want to allow the feature. 

Note: It is important to be aware that all of these features must be permitted in 
administrator mode before you can enable any of these features. 

Answer Key is another option available to the student. It allows a student who has passed an 
assignment to see the answer to each question, one question at a time. 

Change Password is exactly that. If you and the administrator permit it, the student is permitted 
to change his/her own password.  

Enable Grading View enables a student who has not achieved a passing grade to see which 
answers he or she got fully or partially correct and which are incorrect. 

Randomize Questions tells the system to randomize how the questions appear in the student’s 
lessons, quizzes, and tests. The questions always remain in the same order for the teacher, but 
each time the student opens or refreshes the assignment, the order of the questions is changed. 
When an assignment status is changed to “Completed”, the questions display in the same order 
as they do in Teacher mode. This is most useful as a deterrent to cheating.  

Messaging allows you to control whether a student has access to the messaging feature of 
Switched-On Online. If a student is abusing the function, you may want to remove this feature for 
this student. 

After making any changes you must click Submit, or the changes you made are not saved. 
Submitted changes are recorded in the database and you are returned to the Students page.
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Students / Assigning a Course  

 

Immediately to the right of the Grading control link on the Students page is the Assign Courses 
control link. When you click this link, you are directed to the Assign courses page for the 
particular student.  

Immediately below the student’s name, you see the Create Custom Course button. See the 
Custom Course section beginning on page 22 for a full discussion on custom courses. 

Just below the Create Custom Course button are two tabs, Assign Course and Courses 
Assigned. Let’s start with Assign Course, since that is the default page you see, and the one 
pictured above. 

To assign a new course: 

1. Select a Subject from the pull-down menu.  

Switched-On Online offers the core disciplines and a number of electives. Core subjects 
include: Mathematics, Language Arts, History and Geography, and Science. 

2. Choose a Course from the pull-down menu.  

3. Select the Teacher accountable for this course and student. If the teacher you need to 
assign is not in the menu list, you may need to ask your administrator to add the teacher.  

4. Select the other options you want. 

Block All Tests:  
You can choose to have all tests in this course automatically blocked by clicking the box. 
Blocking a test provides the opportunity for the teacher to review a student’s work and 
determine if he or she is prepared to take the examination. When a student is ready, the 
teacher must go into the course and assign the test. You can block individual tests 
manually if you do not want to block all the tests. (See the section on Customizing 
Courses on page 22.) 

Block All Quizzes: 
Just like tests, you can choose to automatically block all quizzes in this course by 
clicking this box. Blocking quizzes allows you to monitor student work and determine if 
he or she is prepared to take the quiz. You must go to the course and assign the quiz 
manually when ready. You can also block individual quizzes manually if preferred. 
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Students / Assigning a Course (cont.) 
CRx Mode: If you select this box, Switched-On Online generates a unit pretest for each 
unit in the course. If the student achieves a score, at or above the CRx Pass Threshold, 
set by the Administrator, the unit is skipped and the next unit pretest is assigned. If the 
pass threshold is not achieved, the student must do the assigned lessons. Regardless of 
the previous unit pretest score and/or performance on the unit itself, the student is 
assigned the pretest for each subsequent unit. (This is not a placement test.) Just a 
reminder, CRx Mode is not available for use with the courses listed in the “Note” on 
page 15 at this time. 
If the Lesson Pass Threshold is activated, it continues to be in effect if the student 
must complete the lessons. 
You, as the teacher, may still customize (skip/block/assign) individual assignments 
within units as necessary. 
  

Note: The pretest is generated using the unit’s alternate test. If there is no alternate 
test in that unit, there is no pretest available for that unit at this time.  

Note: This feature is especially useful in addressing credit recovery requirements. An 
example would be, if a student successfully completed part of a course, but 
for a variety of reasons, did not receive credit for the course.  

Course End Date: You can also create a customized end date for each course. If you 
leave this space blank, the student end date is used for the course. If the student end 
date is blank, the school calendar end date is used.  

You might want to use this custom course calendar if a student is doing some remedial 
work or if you have selected only certain lessons to be worked. It is also useful if an 
entire course must be completed in a semester instead of an entire school year. 

5. When you have filled in the necessary information, click Add Course. 

Courses Assigned Tab 

Click the Courses Assigned tab at the top of the Assign Courses page to see all of the courses 
assigned to this student. This includes the assigned teacher and course end date. You can 
change the teacher assignment or the course end date by using the pull down menus next to 
each item. You can also opt to click the checkbox beside CRx Mode in this section to assign the 
Credit Recovery Mode in this course, though continually changing this once the student is working 
in the course is not recommended. 

Unassigning a Course  

Click the x Unassign link in the gray 
box below the course name to remove a 
course from a student course work.  

WARNING: Clicking Unassign removes 
all work a student may have 
completed on the course to 
date. 
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Students / Assigning a Course / Modifying a Course 

Once a course is assigned to a student you have the option of modifying that course for the 
student; meaning you can skip assignments, block assignments, use the special projects in each 
unit to add your own project. If you need to customize a course for only one student, we 
recommend you use this method as opposed to creating a custom course. 

1. Click the Students option from the sidebar menu. 
2. Click the Grading control to the right of the student whose course you want to modify.  
3. Click the Course you want to modify. 
4. Clicking the Course name brings you to the Course Units View.  
5. Click the Unit Title you want to modify to open it. 
6. You have the option to have the student do an assignment or not. You can block or skip 

any assignment. If you want to block or skip only one assignment in the unit, click the 
drop-down menu in the Status column next to the assignment to be skipped or blocked 
and select the option you choose. “Success”, flashes immediately to the right of the 
drop-down menu to let you know that the status change has been recorded. If there are 
multiple assignments to be blocked or skipped, click the box in the Batch column next to 
each assignment and click the drop-down menu on the bottom of the Status column to 
select the status you want. The assignments you selected now reflect either skipped or 
blocked. To block or skip an entire unit, click All at the bottom of the Batch column, 
make your choice using the drop-down menu next to All. The entire unit is now blocked 
or skipped.  
 

(See pages 19-20 for a description of all of the Status options.) 

 

Each unit in Switched-On Online is designed to be approximately 3.5 weeks worth of work at 
about an hour per day. Each unit contains from 6-25 lessons, along with assorted quizzes and 
tests.  
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Students / Assignment Types 

As you look at the list of assignments in the unit, the leftmost column displays the Assignment 
type. There are five assignment types in Switched-On Online: 

• Lesson:  Lessons are the activities that contain all the instruction and multimedia content. 
Students proceed through various text and multimedia presentations. When they 
reach the end of the lesson, they are given a number of questions to test 
concept mastery and retention. 

• Quizzes: Quizzes are given every few lessons to review the concepts already covered. 
Quizzes require cumulative knowledge.  

• Tests: Tests provide a unit-level examination. Alternate tests are available for most units. 

• Projects: Projects allow students to integrate the lessons in a practical manner. They 
include experiments, models, reports, and any number of activities as 
appropriate. Students have the capability to use different applications and save 
multiple file types; for example, Microsoft® Word, Excel, Powerpoint, Wordpad, 
video, etc. to create their projects.  

• Reference: The reference activity includes all the vocabulary words from the entire 
chapter, as well as a listing of all the chapter web links. Reference lessons are 
not graded. They are there as available information about the unit. 

The last three columns on the Assignment page show you the date the assignment was 
completed (Date Completed), the number of times the student attempted the lesson before 
successfully completing it (Attempts), and the Total Score for the assignment. 

Viewing an Assignment   
The second column on the Assignments page lists the Title (name of the activity). Click the Title 
of any assignment to open the lesson. 

Column three, Batch, contains checkboxes next to each listing. These checkboxes are designed 
to let you batch lessons together when assigning or changing the status of an assignment. Status 
choices are listed in pull-down menu format under the Status heading. 

There are five possible status selections.  

Assigned: Most assignments have this status when the course is first assigned. This status 
option allows students to work on the material when it comes up in linear order.  

WARNING:  Any time you manually change the status of an assignment to Assigned, you 
are deleting all of the work a student has already done on that assignment. The 
next time the student opens the assignment, all of their previous answers have 
been erased. 

Note:  A student must perform the work in the prescribed order. When the student goes to 
work on a course he or she clicks the name of the course. The computer immediately 
looks to unit 1, assignment 1 and determines whether that assignment is skipped, 
blocked or assigned. If you have a student working on unit 9, assignment 7 and then 
you go into chapter 1 and reassign lesson 6, that student must complete that 
reassigned lesson before they can continue with unit 9. 
ALL work in a unit, including projects, must be completed before a student may begin 
the next unit.  
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Students / Viewing an Assignment (cont.) 
Completed:  The status of an assignment shows Completed when the student has finished the 

assigned activity. You, the teacher, can also change the status to Completed which 
then accepts whatever score the student achieved on the assignment, regardless of 
the pass threshold.  
 
The pass threshold, determined by the school administrator is applied to lessons 
only. If you have edit capability, you can change the pass threshold for the student.  
To reassign the activity to the student, click the drop-down menu and select 
Assigned.  

Caution: Changing the status to Assigned deletes all of the work previously 
completed on this assignment. 

Accepted: This status is basically the same as Completed, however it is clear that the teacher 
applied this status as it can only be assigned manually by the teacher. 

Skipped:  Skipped assignments display in gray on the My Courses area. They are not assigned 
to the student and cannot be opened by the student. This function allows you to focus 
on a particular skill or concept, rather than making a student work through the whole 
course. It is very useful if you have a student in need of remedial or review work. The 
computer passes over all skipped assignments, until it reaches a lesson that is either 
Assigned or Blocked. 

Blocked: The block function prevents a student from continuing past that point in the course until 
the teacher changes the activity status to assigned, completed, accepted or skipped. If 
you want to block all the tests in every unit, for the whole course, choose block tests 
on the Assign Courses page or ask your administrator for help. You may want to do 
this if you need to check a student’s work before he or she takes tests. 

Remember, if an assignment is blocked, a student cannot proceed in the course until you change 
the status of the assignment. 

Batch Assignment Status 
The batch feature allows you to change the status of multiple assignments at one time. Check the 
boxes in the batch column next to all the assignments for which you wish to select a particular 
status, or click All (at the bottom of the column) to select all the activities in this unit. Then select 
the status from the menu in the batch controls row.  The status updates automatically.  

An example of how you can use the batch command: 
Suppose I want to block all quizzes, tests and a project as well as skip a lesson in a single unit. I 
would first click the checkbox next to each quiz, test, and the project in the unit, select Blocked in 
the drop-down menu at the bottom of the Status column. Every assignment I checked now shows 
a status of blocked. Next, I would click the checkbox next to the lessons I do not want the student 
to see. Then I go to that same drop-down menu at the bottom of the Status column and select 
Skipped. The selected activities now display a status of skipped and the student never sees 
them.  
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Students / Viewing an Assignment (cont.) 

 

Notice the checkmarks in the boxes of the Batch column. These are the assignments I am going 
to block for this student. If you look at the same assignments in the screenshot below, you notice 
they are all now blocked. 
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Course Customization 
Switched-On Online is designed to be modular and flexible. Every school has students that 
require different programs and methodologies to help them achieve success. You, as the teacher 
can tailor courses from the existing curriculum and create your own custom assignments that 
easily integrate into Switched-On Online. This makes it simple to assign and track these 
assignments and courses.  

We recommend creating custom courses only if they are going to be assigned to multiple 
students. If you need to tailor a course one time for one student, modify the course using the 
status (as described on page 18) to customize that course for the student. You can skip and 
assign lessons, using the special project for additional work as desired. 

Be Aware: Only administrators and teachers with Assign Courses permissions can create a 
custom course.  
 

Only the user (admin or teacher) who actually created a custom course can assign it.  
 

If you want multiple teachers able to assign a single custom course, we recommend 
the admin create a Teacher profile (user) with Super Teacher and Assign Courses 
permissions specifically for the purpose of creating and assigning custom courses. 
 

This can also be done per subject or grade area if there is a need to house similar 
courses together; for example, one profile is created for all Math custom courses, one 
for Science custom courses, etc. 

Creating a Customized Course  
To create a custom course using assignments in existing curriculum:  

1. Click Students in the left navigation column. 

2. Click Assign Courses in the Controls column to the right of the 
Name of the student. 

 

3. Click Create Custom Course. 

 

4.     Enter the title you want to assign this course in the Custom Course Title box. It must 
be a unique course title. (See example on following page.) 

Note:  Only letters and numbers may be used in course and assignment titles. Special 
characters (punctuation marks, symbols) are not permitted.  



 
 

 Switched-On Online© Teacher User Guide   
 

  23 

Course Customization (cont.)  

 

5. Select the Subject containing a course with a unit or assignment you want to use. 

6. Select the Course containing the unit or assignment to use. This populates the unit 
titles for the course in the box on the lower left side of your screen, as shown below. 

Courses are comprised of one or more units, each containing one or more assignments. 
You have the option of using complete units from the existing course or individual 
assignments from either existing courses or assignments you create using the New 
Assignment function. First let’s take a look at how to use existing units and assignments. 

 

7. If you want to use an entire unit from the course displayed on the left side of the screen, 
simply click the Unit Title. When the pointer turns into a four-way arrow (see example 
below), drag the unit to the box on the right side of the screen where your new course is 
being assembled. Please watch for the frame around the item (indicating the item is 
being moved) to be certain you are actually placing the unit where you want it to be. 

 

8. Assignments are all contained within a unit. To display the assignment titles, click the  
sign beside the Unit number.  
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Course Customization (cont.) 

You can drag an individual assignment into an existing unit or add it to a new unit. The unit must 
already be in the My Custom Course box and be open, before dragging the assignment to the 
new custom course. 

To add a new unit to your course, click New Unit, enter a 
Unit Title and click OK. 

Note:  If you decide you do not want a unit or assignment 
you have already added to the new course, you can 
drag the item back to the box on the left or you can 
click the minus sign ( ) in the red circle to the far right of each unit or assignment. 

If you plan to use a custom course for credit recovery (CRx), each unit MUST contain an 
alternate test from an existing unit. These alternate tests then become the pre-test for the 
CRx function. 

When you choose to exclude existing assignments from your custom course, be aware that 
corresponding quizzes or tests are not altered. This means quiz and test questions 
regarding the deleted material still remain. 

9. Click and drag assignments you want to your new unit, just as in Step 7.  

Notice that units have a plus sign ( ) in front of them. By clicking , the unit 
opens to display the assignments within, so you can drag only the individual 
assignments you want. 

Note: You can combine multiple courses by selecting a different subject and course (as in Steps 
5 & 6) to locate the units and assignments you want to use. You may also rearrange units, 
and the assignments within units to best meet your need. Simply click the unit or 
assignment, drag and drop it in the order you want. 

Attention: If you are using a special project, alternate test, or other assignment that is skipped in 
the curriculum; be sure to open the assignment and check the “Assigned” box before 
you save the course. If you don’t do this, the assignment will continue to be skipped 
and you will need to go to each individual student and assign the assignment before 
students can open it. To open the assignment, click it in the My Custom Course 
column, as shown on the next page. You can check the “Assigned” box there.  

Another option is to build supplemental lessons into your custom course and change 
the status to skipped before you save the course. These lessons can then be assigned 
when and if needed. This offers you additional flexibility if you have students who need 
additional practice or remediation. 

Two rules to keep in mind when creating custom courses:  
1. Do not use an assignment from the same source course more than once in a new course. 

For example: Do not duplicate a lesson from unit 1 in another unit of the same new 
course.  

2. Each assignment in a unit must have a unique name, in other words, you cannot 
      have “Special Project” in a unit more than once, even if they come from different units or 

courses. If you want to do something like that, call the second assignment “Special Project 
2” or “Special Project B”. Keep the file name concise. The system appends file path 
information onto the file. If you ever have a problem uploading a file, try shortening the file 
name and see if that helps. 
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Course Customization (cont.) 

 

10. Clicking any assignment title displays the default number of days it should take the 
student to complete the assignment and the Assigned checkbox. If it is checked, the 
status of the assignment is “Assigned”. If the checkmark is not there or removed, the 
assignment status is “Skipped”.  

Note: At the present time, the Days to Work selection is normally set to one. You may 
change this value to reflect the time you believe it will take students to complete 
the assignment, but the calendar function associated with Days to Work is not 
currently operational. In the future, it will work in conjunction with the system 
calendar to distribute student work across the assigned calendar. Until then, 
student work defaults to one calendar day per assignment, regardless of what is 
entered in this field. 

11. When you have all of the units and assignments moved into the custom course, in the 
order you want, click Save Course. 

12. When the confirmation box displays, click OK.  

 
The course you just created, “Civilizations and Geography”, has been saved.  
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Course Customization (cont.) 

Notice the upper right side of your screen. It looks something like this: 

 
You can see all of the custom courses you create here. You can display 5, 10, or 25 entries in the 
list at a time. From this section of the screen, you can view the list of your custom courses, along 
with the current version number, when a course was most recently modified, identify the active 
version of a course, edit a course, change the active version of a course, and delete the course. 

You can edit any custom course you create. Each time you edit a course, it gets a new version 
number.  

If you need to edit a course you have previously created, click the icon ( ) in the Edit column 
under My Custom Courses in the upper right portion of the screen. Everything currently in the 
course (units and assignments) displays in the My Custom Courses box, in the lower right 
section of the screen. 
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Course Customization (cont.) 

You can add or remove assignments and units as described beginning with Step 7 on page 23 of 
this document. When you are finished editing your course, there are several things you need to 
consider: 

1. If this new version is the one you want to assign to students, click the checkbox beside 
Make Active Version, otherwise the previously identified Active version remains the 
one that will be assigned. (The Active version has a  in the Active column.)  

NOTE:  Each course can have only ONE active version at a time. This is the version that 
is assigned to students. Once a version is assigned to a student that is the 
ONLY version the student sees. They will not see any changes made in other 
versions. 

2. Decide if this was a major revision or a minor revision. If this is a major revision, click the 
checkbox to the left of Major Revision, otherwise it is automatically considered a minor 
revision. 

3. Click Save Version when you are done.  
 

If you selected Major Revision the version number to the left of the decimal point will be 
incremented by one, i.e. 1.0 becomes 2.0. 
 

If you decided this was a minor revision, the number to the right of the decimal point is 
incremented by one, i.e. 1.0 becomes 1.1. 
 

If you forget and click Save Course instead of Save Version, you will see two courses 
with the same name, but the curriculum year is added again and the course is listed 
twice under My Custom Courses.  

You also have the option of deleting a custom course. Simply click the Delete icon ( ) in the far 
right-hand column beside the custom course you want to delete. A confirmation box appears 
asking you to confirm you want to delete the custom course. Click OK to delete it completely. 
Click Cancel to leave the custom course in the database. 

The Return button (top left on your screen) takes you back to the Student Assign Courses 
page. If you click the Return button before clicking Save Course or Save Version, a message 
like this appears reminding you to save your work. If you navigate away from this page using the 
buttons on the left side of the page before you save your work, you do NOT see a warning 
message. You simply lose your work! 
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Course Customization (cont.) 

On the right side of both My Custom Assignments and My Custom Courses, you see a small 
icon, . If you click it, your list of custom assignments or custom course is hidden, giving you 
more space on your screen if you want to create additional courses or assignments. When you do 
this, two other icons display in the upper left corner of the screen: 

 

Click the icon on the left,  to display the list of your Custom Assignments. (This icon does 
not appear if you do not have a custom assignment created for the selected course.) Click the 

icon on the right,  to display your list of Custom Courses. 

Once you have created a Custom Assignment, you notice two other icons to the right of the 
custom assignment title, . The one to the left, the circle with a horizontal line through it, is the 
delete button. Click it to delete the custom assignment. The second icon, the circle on the right 
allows you to preview the assignment. Click this icon to display the assignment on your screen 
like this: 

 

Click  to close the preview window. 
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Custom Assignments  

Switched-On Online provides a function enabling you to create a custom assignment.  

1. From the same screen where you created the Custom Course, click New Assignment. 
The New Assignment screen appears. 

 

2. Enter the Title of the assignment. 

3. Type the student instructions into the body of the screen (the large white box above 
“Path”.) You can also insert media in your assignment. See the next two pages for more 
information. 

NOTE:  You can use any of the icons below the Title to help create your assignment. 
See the table on page 32 for additional information. 
 

If you hold your pointer over an icon, a small text window (tool tip) appears 
to remind you what that icon does. 

4. Click Preview to view the assignment as your students will see it. 

5. Click Create Assignment when you are satisfied and ready to save it. 

Your new custom assignment is now available for inclusion in the selected course. You can find it 
under My Custom Assignments in the middle left portion of the screen. Your screen now looks 
something like the one on page 33. 

Be aware: ALL custom assignments are automatically treated as a project assignment type. 
This means they are all teacher-graded, and the score is weighted as a project, 
regardless of the content of the assignment. 
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Custom Assignments (cont.) 

Adding Media (Images and Videos) to New Assignments 

You have the ability to add images and videos to your custom assignments. Let’s walk through 
the steps for each type of media. 

Adding Video  

1. In row two of the New Assignment screen, click the 3rd icon from the right ( ). The one 
beside the tree.  

2. The HTML Source Editor 
box appears. 

3. On the General tab, select 
the File Type from the drop 
down menu. The default is 
flash.   
We recommend using 
Flash, as our media uses 
this software; therefore you 
know it is already installed 
on your computer. 

4. Currently, only URLs from 
the web may be used. You 
cannot use files from your 
local hard drive. 

5. Click Insert at the bottom 
of the box. 

6. The video appears in the 
HTML editor. 

Note:  Optionally, experienced 
users may perform 
additional edits by 
clicking the Advanced 
tab. 

 
 
Note:  See Appendices A –C for further instructions on adding URLs to your custom assignments. 
           Appendix A contains general information about URLs. 
           Appendix B gives you additional instruction on adding an embedded URL. 
   Appendix C provides further instructions on how to add a non-embedded URL. 
           Appendix D walks you through adding hyperlinks to your custom assignments. 
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Custom Assignments (cont.) 
Adding Images  

1. In row two of the New Assignment screen, click the insert/edit image button ( ), the 
eleventh one from the left.   

2. The Insert/edit image dialog box appears. 

3. Paste or type the Image URL of the file you want to include.  
Currently only URLs from the web may be used. You cannot use local files from your hard 
drive. 

4. Enter the Image 
description.  

5. Enter the Title. 

6. Click Insert at the bottom 
of the box. 

7. The image appears in the 
HTML editor. 

 
Note:  Optionally, advanced 

users may alter the 
appearance and 
advanced settings for 
the image by clicking 
the appropriate tab. 

 

Note:  Appendix E has step-
by-step instructions to 
add photos to your 
custom assignments. 
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Custom Assignments (cont.) 
ICON ICON DESCRIPTION 

 Opens a new document 

 Bolds highlighted text 

 Italicizes highlighted text 

 Underlines highlighted text 

 Strikes through highlighted text 

 Aligns text to the left margin 

 Centers text 

 Aligns text to the right margin 

 Justifies text  

Allows you to select a formatting style 

Enables you to select from available fonts 

Lets you select the size font to use 

 Cut text or images 

 Copy text or images 

 Paste text or images 

 Helps you find text 

 Create bulleted lists 

 Create numbered lists 

 Move selected text to the right 

 Move selected text to the left 

 Undo the last action 

 Redo the last action 

 Insert or edit an image 

 Edit your HTML source code 

 Select color for highlighted text 

 Select color for background 

 Subscript highlighted text 

 Superscript highlighted text 

 Add an emoticon 

 Insert or edit embedded media  

 Print a copy of your assignment 

 Lets you toggle between having the assignment display partial or full screen 

 Insert a page break 



 
 

 Switched-On Online© Teacher User Guide   
 

  33 

Custom Assignments (cont.) 

 

To add a Custom Assignment to a course: 

1. Select the custom course where you want to place the new custom assignment. This can be 
a course from the existing curriculum or a custom course already created. For an existing 
course, follow the instructions beginning with Step 4 on page 22 of this document. (Anytime 
you add a custom assignment to an existing course, it automatically makes it a custom 
course.) To use a custom course you already created, click the Edit icon ( ) beside the 
course in the My Custom Courses list in the upper right side of the screen.  

2. When the course is displayed in the lower right side of the screen, open the Unit where you 
want to put the assignment by clicking the  beside the unit name. 

3. Click the Custom Assignment, “Script Writing”, from the My Custom Assignments list in 
the middle left of your screen and drag it to the opened unit; then release your mouse button 
to drop it in place. You can move it within the unit just as you did while creating the custom 
course. 

4. Be sure to click the Assignment Title and click the checkbox next to Assigned, so your 
students see the assignment in their course. You can do this either in the My Custom 
Assignments list or after you have dropped it into the course/unit. (See the image on the 
next page.) 

Click Save Course when you are finished, or click Save Version if you want to create a new 
version of a custom course you previously created. 
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Custom Assignments (cont.) 

 

Assigning a Custom Course 

To assign the course you just created: 

1. Go to the Student Assign Courses page by clicking the Return button.  

2. Click the dropdown arrow to the right of Subject and select CUSTOM. 

3. Click the dropdown arrow to the right of Course and select the course you created. 

 

4. Continue assigning the course as you usually would by next selecting the Teacher. 
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Custom Assignments (cont.) 
5. Choose if you want to Block All Tests and/or put the course into CRx Mode or not by 

checking the appropriate boxes. 

6. If you want the course to have a different end date than the school or student assigned end 
date, enter it in the End Date box. 

7. Click Add Course. The course, “Forms of Literature” has now been assigned to this 
student.  

Note: You may assign this course to additional students by clicking the Students button on 
the left side of the screen, click the Assign Courses link for the student and continue 
as from Step 1 on the previous page. 
 

Once the custom course is assigned, it is removed from the list of courses in the 
Course dropdown area. You can view it by clicking the Courses Assigned tab The 
CUSTOM subject only appears in the Subject dropdown area if there are custom 
courses available to assign. This is done to prevent assigning the same course more 
than once to a single student. 
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Grading  
The system automatically grades a large percentage of students’ coursework. Access the 

Grading and Review page, by clicking  in the left-hand column of your screen, to 
look at computer scored activities and correct student work that requires teacher attention. 

 

When you click the Grading button, the My Courses page displays. All of the Courses assigned 
to you are shown with the Number of Students enrolled in each class. You can click the Course 
Title and see a list of the students enrolled in this course, along with the date they started working 
on the course material, the date they finished (or “Not Completed” if they are not done with all of 
the coursework yet), and their score on the course at this time. 

At the top of the page, you notice two tabs, My Courses (the page we are looking at now) and My 
Students. Clicking this second tab displays the My Students page. Every student assigned to a 
course you are assigned is listed, last name and first name. Clicking the last name of a student 
displays their courses page as described on pages 11 & 12. You see a line with each class the 
student is enrolled in, along with the date he/she started doing coursework, a percentage 
complete, a progress bar for each course, the date the course was completed, if finished, and the 
course composite score. 

If you have Super Teacher permission, you can see all students enrolled in your Switched-On 
Online installation by clicking the Students button in the left column..  
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Grading (cont.) 
When you click any course title listed in the My Courses section, you are taken to a class list for 
that course.  

 

Each student enrolled in the course is listed and the following information displayed: 

Student Name: The student name  

Date Started: This column records the date and time stamp the first time a student enters a 
course. 

Date Completed: This column records the date when the student completes the course. If a 
student has not completed a course, this column shows “Not 
Completed”. 

Total Score:  The score field represents the overall course score. It is found by averaging 
together the score of each assignment. The Score field keeps a running tally, 
as the student completes assignments in each course. 

Clicking a student’s name from the My Courses screen takes you to the Unit View for that 
student’s course. 
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Grading (cont.) 
From the My Students tab, if you click a student’s name on the My Students page, you are taken 
to the course listing for that student. 

 

Click the course Title assigned to a specific student to view the Unit list for that course. (See 
example below.) Each course unit is listed with six pieces of information. 

Unit: The unit number is shown in the first column. 

Title: The unit title is listed next. 

Date Started: The date the student first starting working the course. 

Progress: This comes in two formats, you see a percent complete number and a 
progress bar to give you a visual representation of how much of the chapter 
the student has completed. 

Date Completed: The date and time that a student completed the chapter/unit. 

Score: The score is the cumulative score of all the completed activities in that unit. 
Additionally, all the unit scores are summed to create the course score. 
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Grading 
Click a Unit Title to access the Assignment listing. 

 

The leftmost column displays Assignment Type, i.e., lesson, quiz etc. Next is the Title of the 
assignment. The Batch column is next. To the right of that is the assignment Status, i.e. 
Competed, Assigned, Blocked. To the right of the Status you see the Date Completed and the 
Attempts columns. The Attempts column tells you exactly how many times the student 
submitted the assignment as complete. The final column is the Score field.  

Batch is used if you want to change the status of multiple assignments at once. (See page 20 for 
status descriptions.) Click the box next to each assignment you want to reclassify, and then scroll 
to the bottom of the screen to the Batch controls line. Select the status you want to use. They 
are immediately changed. To change the status of all assignments, go to the bottom of the 
screen, click All, and then select the status to use. If you see an asterisk (*) to the right of the 
score, it means the assignment needs your attention. There is likely a problem that requires 
teacher-grading. Think of it is a reminder, like see “attn” on the Student Progress page.  

 

Each time a student completes an assignment; the computer automatically grades everything but 
student written work, and posts the score here. This score is also factored into the unit and course 
grades. You, as the teacher always have the option of overriding the score of the computer. 
Simply change the score as described on the next page.  

Note:  If an assignment requires teacher grading, the computer leaves those questions 
ungraded until you enter a grade.  

Note:  Once a student completes an assignment, it is listed in the Student Progress box, 
accessed by clicking Progress button. Click the Assignment Title to go directly to it. 
(See pages 4-6 for more information.) 
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Grading 
When you click the Assignment Title on the list of assignments (as shown on the previous page), 
the assignment opens. You see the student’s name and the current assignment score in the top 
right corner of the lesson. You can review the student’s answers and adjust the computer scores if 
you believe necessary. You can also grade any student written work the computer did not score.  

Just like for your students, the assignment screen maybe split, so you can see both lesson text 
and the problems. Notice there are two scroll bars on the right-hand side of the screen. The top 
one controls the presentation part of the lesson and the one on the bottom allows you to scroll 
down the problems. The bar that runs horizontally across the screen between the presentation 
and problems enables you to adjust how much of the screen shows presentation and how much 
shows the problems. Simply place your cursor on the bar and drag the bar up or down. When you 
place your cursor on the bar, the appearance of the cursor changes and usually the bar turns from 
gray to yellow. 

 Note:  There may be times when you, as the teacher are not able to see all of the possible 
answers to a question. See page 42 for further explanation. 

 

Lesson Title 

Changing / Entering a Score:  

1. Enter the lesson by clicking the Title as described in the paragraph above.  

2. Scroll down until you see the question with the score you want to edit.  
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Grading 

 

Step 3 

Step 4 

3. The computer-generated Score is listed at the top, right side of the question box. (If the 
student’s answer is correct, the box is shaded green. A partially correct answer is shaded in 
yellow. An incorrect or blank answer gets a score of zero and appears gray.) A question box 
that requires manual grading is white. 

4. Click Answer Key to display the correct answer. 
5. Determine what credit you want to give a student for the work done. 
6. Highlight the zero in the Score field. 
7. Delete the computer generated score. 
8. Enter the score you want to give as a percentage correct, i.e. 75, 90. Enter only the 

numbers. Do not use the percent sign. Click your mouse outside of the Score field to 
automatically save your change and see it reflected in the box score at the top right corner 
of the page. Changes are automatically saved. 

If you want the student to work the problem again, click Reassign. The next time the 
student opens this course; this is the lesson that opens. 

Note:  Students have the ability to return to a completed lesson to review the material and 
the questions. At that point, if you and the school administrator have granted them 
permission (by selecting Student Answer Key on the Edit Student page) they can 
view the answer key to any question, one question at a time.   

That’s all there is to it. We recommend that you review the computer scored work often. After all, it 
is your classroom!  
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Graphic Multiple Select Questions 

Only students can work a lesson. As a teacher, there are certain question types where only one 
possible answer can be displayed, so you are able to see only the student’s answer in those types 
of questions, for example, a graphic multiple select type question.  

In this kind of question the student clicks the picture and a new picture appears. The student 
continues clicking the picture until the answer they believe is correct is displayed.  

When you log in as a Teacher, you see only the student’s final answer. This is because only one 
answer can appear in the box at a time. The picture will not change if you, as teacher, click it 
because the picture is locked on the student’s answer. If the student’s answer is incorrect, you 
can see the correct answer by clicking Show Answers. The correct answer then appears in a 
separate box below the student’s answer. (See example below.) 

To see all possible answers, you can reassign the question to the student, login as the student 
and click through all of the possible answers. The final picture displayed is then graded and that is 
what you see when you again logon using your username and password. 
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Reports 
Switched-On Online makes it easy for you to locate and create reports. There are two separate 
reports available, Student Grades and Usage Summary, each at two different levels.  

Student Grades 
Student Grade reports can provide you with either a fairly traditional report card type report or a 
more detailed view of how your students are progressing through their courses. 

• Detail Report:  This grade report gives you a complete listing of the scores for each 
assignment assigned to your student, with composite scores for units and 
courses. 

• Unit Report:  This grade report creates a brief summary of the scores for each unit in each 
of the courses assigned to the student. When you choose Unit Report, you 
see an additional option to check to select completed units only. 

The Unit Report serves well as a report card type of document. It’s great for parent teacher 
conferences. The Detail Report is very useful in targeting specific challenge areas for a student.  

For example, a student may score an 85 in a particular unit of Math; however, in the activity 
concerning multiplication the student only scored a 50. The Detail Report shows you the specific 
activity scores that compose the overall unit grade of 85, making it easy for you to identify 
concepts a student needs to review before a quiz or test. 

Usage Summary Reports 
Just as with the Student Grades, you can choose to view the student Usage Summary or Time-
On-Task reports at two different levels. 

• Summary Report:  This report lists the total time the student spent in each subject between 
the start and end dates you selected. 

• Daily Report:  This report lists the time the student spent each day, in each course, 
between the dates you chose. 

Accessing the Reports 

1. Click the Report button in the left-hand column. 

2. Using the drop-down menu at the top of your screen, select either the Usage Summary 
or Student Grades report. 

 

3. Next, click the report type, Detailed Report or Unit Report that you want. (See the 
example screen on the next page.) 

4. Enter the start and end dates of the reporting period you want. 

5. If you selected Student Grades, choose the course or courses you want the report to 
encompass Click the All button below the course list to select all courses.  
If you selected Usage Summary, go to Step 6. 
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Reports (cont.) 
6. Choose the student or students you want displayed on the report. Click the All button 

below the student list to select all students. 

7. Choose the format you want to use for your report, .pdf or .csv  

8. To view the report, click Submit. 
If you want to see all of the courses for a particular student, click the All button below the 
course list and choose only the student you want in the student list. 

Conversely, if you want to see what all students assigned to a course did in a single course, 
choose the course you want from the course list and then click the All button to select all 
students. The report picks only the students actually assigned to that course. Below is a 
screenshot of a Student Grade Report selection screen. Usage Summary Report 
selection screens look very similar. The difference is you do not have courses (Step 5) 
listed. 

 

 

Step 4 

Step 8 

Step 7 

Step 6 

Step 5 

Step 3 
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 .pdf file - Click the link and Adobe Reader opens the file.  
cument. 

Excel allows you to create charts and graphs based on the data or export the data into 
another software application. You have different options when printing this file. 

Below is an example of a detailed Student Grade Report for one student in one class. 

Reports (cont.) 
There are two formats available for each report. Both are printable. (See instructions below) 
•

• .csv file – This is a comma separated values file. The report appears in an Excel do

 

Next, an example of a unit report for one student. 

 

Printing the Report  
Use the Print commands in your web browser.  
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Messages  
Click Messages in the menu on the left side of the screen to go to the Messaging System. This 
opens your Message Center Inbox which allows teachers to send messages to the program 
administrator, other teachers, or students.  

Note: If students are permitted to use the messaging feature in Switched-On Online, they 
can only message their teacher(s) or reply to a message sent by the administrator. 
They cannot message other students or initiate a new message to the administrator.  

A list of the messages in your inbox is displayed on the Messaging System page. Each new 
message is displayed with the sender name, the subject, and the date received.   

Just as with the Students page, you have a Search capability on your Inbox page. You can 
search by data in any of the columns on this page. Simply start typing in the Search box and the 
system begins filtering your choices.  

Note: You cannot search within a message itself. 

 

Compose Message – click this button to open a blank message to create and send (see next 
page for more information on sending a message.) 

Inbox –is a list of your current unread messages. 

Past Messages – click here to see a list of the messages you have already viewed. You can re-
read them from this page. 

Sent Messages – click to see a list of messages you have sent, including replies to messages 

Viewing Messages  
Click the highlighted subject listing to see a new message.  

If you have multiple new messages, click New Messages to see your inbox again and select the 
next message to view. Once a message is read it automatically becomes a past message. You 
can retrieve all messages you have already seen by clicking the Past Messages link (above your 
inbox).  

NOTE: All past messages are saved. There is no delete option. 
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Messages (cont.) 
Replying to Messages  
If you want to reply to a message, click Reply at the bottom of the message. A window opens 
where you can type your response. Click Send when you are finished.  

Send message:  
Use this option to send a message to a student (or other user enrolled in your school).  

Note:  Students may only send messages to their teachers or reply to a message from a 
teacher or administrator who sent them a message first. 

 

Select the name of the recipient from the Possible Recipients list on the left. Click the 
button with the set of arrows pointing to the right to add the selected person to the 
Recipients list.  

Hint:  Hold the Control (Ctrl) key down while clicking to select multiple recipients. To select 
a group of adjacent names, click a name, hold the Shift key down, and then click the 
last name of the group you want to select. This feature works when both choosing and 
removing recipients. 

Removing a Name from the Recipient List 
Click the name of the recipient you wish to remove. Click the button with the set of 
arrows pointing to the left to remove the select name(s) from the list.   

Completing the Message 
1. Enter a Subject header. This is what is displayed for the recipient.  

2. Enter the content of your Message.  

3. Click Send to send your message to all the people on the recipient list. 
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Settings 
Change Password 
If your administrator has allowed, use this page to change your password. Simply type in the new 
password you want to use in the Enter new password textbox, and again in the Re-enter new 
password textbox, click Submit and you are done. If you don’t click Submit, your changes are 
not saved. 
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Feedback 
Feedback allows users to send input to the Switched-On Online development team.  

When sending feedback, please be as specific as possible. Be sure to include your name and 
correct email address and the specific address line (from your browser window) in your message.  

Click Send Feedback when your message is complete. 

 

Logout 
When you are finished working in the Switched-On Online environment, be 
sure to log out. The system automatically logs out users after approximately 
60 minutes of inactivity.   

When you logout you are returned to the Login page. 

Note:  As a security precaution it is recommended that users logout whenever they are 
away from their desk. 
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Appendix A – General URL Usage information 
Embedded URLs are likely quite a bit longer than a regular URL.  This is because the URL 
includes extra coding to facilitate usage of the item located at that URL.   

URLs can be obtained in multiple ways: 

• Plain URL: Copy the URL from the internet address field of the page.   

 

• YouTube: Choose the URL link in the two boxes that appear to the right of the video 
playing (a URL box and a box labeled Embed).   

 

• You may be able to right-click the video itself and see View Page Source.  This gives you 
a box filled with coding.  You will use this in the embedded URL method.  
(See Appendix B.). 

• You may be able to right-click the video itself and see something regarding copying 
embedded HTML.  This automatically copies the embedded information for you to paste in 
without actually seeing it.  This is also used with the embedded URL method. 

• You may also locate the URLs within the video box just below the video that is playing by 
hovering in the empty space just beneath the video screen (sometimes “Embed” and 
“Link” come up and allow you to copy these links from that area). 

There are certainly more ways to obtain video URLs. Just remember, in each case, you want to 
drill down as far as possible on the item to be sure the URL you’re getting is specific to the video 
you want to obtain.  

Remember:  The sources where you get your videos vary greatly because each site is created 
independently. The instructions provided here are not intended to be all-inclusive.  
We can not cover all possibilities in this document. Our intent is to offer suggestions 
on the easiest methods we have learned. 

Warning:  Some of the videos you find on the internet are the property of others who may 
not wish to allow unauthorized use of this property.  It is not possible to utilize 
all videos you locate on the internet as part of your custom courses.  Use of 
media posted on the internet is available, ultimately, at the discretion of the 
owners. 
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Appendix B – Adding Video Using Embedded URLs 
• Click the New Assignment button.  

 

• Click the HTML button in the second row (it says “Edit HTML Source” when you hover 
over it).  Please note that the HTML button is a separate button from the tree to the left 
of it. 

 

• Paste the embedded URL in the HTML Source Editor text box. 

 

• Click Update. 

 

• Click the Preview button to see how the assignment will look when finished.  Be sure to 
view the video to ensure it plays.   

 

Caution: It may seem that the video did not work because you can’t immediately see it in 
the preview window. If you have a long video, it may take several minutes to 
download.  Double check to ensure the usual indicators on your browser are not 
showing activity to be certain the download has stopped.  (If the preview doesn’t 
show up after a lengthy time, perhaps several minutes, you may need to uninstall 
Adobe flash player with the Adobe uninstaller, then reinstall the latest Adobe flash 
download.) 
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Appendix B – Adding Video Using Embedded URLs (cont.) 

• Click the  button at the top right, or press the Escape button on your keyboard to 
close the Preview window. 

• Type a Title for the New Assignment. 

 

• Click the Create Assignment button. 
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Appendix C – Adding Video Using Non-Embedded URL Path 
• Click the New Assignment button.  

 

• Click the filmstrip button in the third row (it says “insert/edit embedded media” when you 
hover over it). 

 

• Select the Type of media player that is compatible with your computer’s software.  
(We recommend “Flash”, but if that doesn’t work, you may want to talk to your IT 
department for their advice.) 

 

• Paste the URL (internet address) in the field for File/URL.    
(Disregard the Dimensions and Constrain proportions fields unless you are certain 
you know what you’re doing with these items.) 

 

• Click the Insert button. 
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Appendix C – Adding Video Using Non-Embedded URL Path (cont.) 

• Click the Preview button to see how the assignment will look when finished.  Be sure to 
view the video to ensure it plays.   

 

Caution: It may seem that the video did not work because you can’t immediately see it in 
the preview window. If you have a long video, it may take several minutes to 
download.  Double check to ensure the usual indicators on your browser are not 
showing activity to be certain the download has stopped.  (If the preview doesn’t 
show up after a lengthy time, perhaps several minutes, you may need to uninstall 
Adobe flash player with the Adobe uninstaller, then reinstall the latest Adobe flash 
download.) 

• Click the play button on the player to get the video to play. 

 

• Click the  button at the top right, or press the Escape button on your keyboard to 
close the Preview window. 

• Type a Title for the New Assignment. 

 

• Click the Create Assignment button. 
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Appendix D – Adding Hyperlinks to Custom Assignments 
• Click the New Assignment button.  

 

• Paste a URL (internet address) in the text box of the New Assignment. (Or, if you want 
to have some fun, you can substitute another item for the URL, such as a photo or a 
smiley face using the toolbar below.) 

 

• Highlight the URL (or the substitute item) and then press Ctrl + K (Ctrl is at the bottom, 
left corner of your keyboard). (Whatever you highlight in this step becomes the item you 
click to make your web site appear in the final assignment.  You could make this one fun 
if you want….) 

• A new box opens with four tabs, General, Popup, Events, and Advanced. We 
recommend using only the items on the General tab unless you are certain you know 
how to use the other three tabs. Those other three tabs are for “power users”.   

 

• Paste that same URL in the Link URL (it may have pre-populated for you). 
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Appendix D – Adding Hyperlinks to Custom Assignments (cont.) 

• In the Target dropdown, choose the way you want the window to open.  We highly 
recommend using the option Open in new window (_blank). 

 

• Type in the Title. 

 

• Click the Insert button. 

 

• Click the Preview button to see how the assignment will look when finished. 

 

• Test any links on the web page to be sure they work. 

• Click the  button at the top right, or press the Escape button on your keyboard to 
close the Preview window. 

• Type a Title for the New Assignment. 

 

• Click the Create Assignment button. 
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Appendix E – Adding Photos to Custom Assignments 
• Click the New Assignment button.  

 

• Click the tree in the second row (it says “insert/edit image” when you hover over it).   
Please note, the tree is a separate button from the HTML button to the right of it. 

 

• A new box opens with three tabs, General, Appearance, and Advanced. We 
recommend using only the items on the General tab unless you are certain you know 
how to use the other two tabs. They are for “power users”.   
 
On the General tab, paste the URL internet address in the field for Image/URL you want 
to use. (Right-click the photo on the internet and copy the image to get the URL.) 
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• Type a description of the photo in the Image description field. This field does not 
currently provide this functionality but, in the future, it could be used for a student with 
disabilities to read the description (or have the description read to them) rather than 
viewing the photo. 
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Appendix E – Adding Photos to Custom Assignments (cont.) 

• Type in the Title. This field also is designed for future use, similar to the Image 
description field. 

 
 
• Click the Insert button. 

 

• Add any instructions you want to type into the text box containing the new assignment. 

 
 
• Click the Preview button to see how the assignment will look when finished. 

 

• Click the  button at the top right, or press the Escape button on your keyboard to 
close the Preview window. 
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Appendix E – Adding Photos to Custom Assignments (cont.) 

• Type a Title for the New Assignment. 

 

• Click the Create Assignment button. 

 

Note:  As with the videos, you can locate URLs in a number of ways; and you need to drill 
down on the item as much as possible, to be certain that the URL you’re getting is 
specific to the photo you want to use. 
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